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Career Sea Pay

This guide provides the procedures for starting, restarting, stopping
deleting Career Sea Pay (CSP) in Direct Access (DA)so provides
the procedures for entering and deleting neutral time.

(a) Coast Guard Pay Manual, COMDTINST M7220.29 (series)
(b) Pay & Personnel CentéerMAS/CSP

1 CSPnow starts automatically upon PCS reporting to a CSP eligible
vessel, but must be manually started if reporting to a mobile unit ai
the member normally deploys on a routine basis (duties not
administrative in nature).

fThe Sea Ti me B a lpdate anéla finaligaBon Odcoues:<
SPOs and P & A Cutter YNs need to review sea time balances afte
finalization and report any discrepancies through the proper chann

1 SPOs must also stop/rest@$P for members TDY more th80 days.

1 When unable to edit a Neutral Time row directiythe Sea Time
Balances componerBPO technicians must submit a Career Sea Ti
Override using the same Begin Date as the existing Neutral Time r
which needs changed. The end date should be changetdb any
PCS delay En route or TDY peri

1 In the case that the SPO is unable to delete an incorrect Neutral Ti
Row in the Sea Time Balancesmponentthey may change the end
date of such a transaction to match tharbdgte. Although this will
allow an invalid Neutral Time Row, it will minimize the negative
i mpact and al | ow couhterandrpaynidstart.6 s

1 Upon the completion of these transactions, Sea Time Balances wil
update AFTER FINALIZATION. SPOshould not automatically
submit requests for a Statement of Creditable Sea Service (SOCS
SPOs should verify the member ¢
and only submit a SOCSS if the accrual is inaccuRd&ase refer to
PP® s w daopmpiete guidance prior to submitting any SOCS!
request.

E-Mail ALSPO message B/lgnplemented a standard business proce
for submitting and validating pay transactions entered by Segvi
Personnel Offices (SPOs).

Continued on next page


https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://www.dcms.uscg.mil/ppc/mas/csp/
https://www.dcms.uscg.mil/ppc/adv/socs/
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf

Overview, Continued

Sea Duty for
Advancement-
Not the Same
as Sea Time for
Points

Contents

Enlistments, Evaluations, and Advancements, COMDTINST M21000.
(series) provides the policies for Sea/Surf Duty for Advancement ant
Sea/Surf Duty and Award Points for Servicewide Exam Competition.

Note that the policies are discussed in two separate article
1. Article 3.A.16 covers Sea/Surf Duty for Advancement.

2. Article 3.A.17 covers Sea/Surf Duty and Award Points for the SWI

Competition.
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Starting CSP on TDY

Introduction

This section provides the procedures for starting CSP when a memk

performs TDY onboardn eligible vessel or mobile unit.

Procedures See below.

Step

Action

agelet.

My Page Self Service

Self Service Requests
Submit an Absence Request
View My Absence Requests

View My Requests (all types)

Submit a Drill Request

Payroll Requests

View My Requests

Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay

Family Separation Allowance
Advance Liguidation Schedule
Meal Rate

Hostile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion

Proxy - BRS Enroliment

Proxy - Continuation Pay

Mon-Chargeable Absence

Requests

1 | Onthe Requests talelsctCareer Sea Pay on TD¥Yfrom the Payroll Requests

o

€

Mon-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

L]
o
4

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay
Advance Pay

SDAP

Cadet ICA

Combat Tax Exclusion
Career Sea Time Override
Balance Adjustment

Pay Corrections

I Career Sea Pay on TDYI

Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenroliment
TSP Adjustment Request

Continued on next page




Starting CSP on TDY, Continued

Procedures
continued

Step

Action

2

Enter theEmpl ID and clickAdd.

Add

Add a New Value

Empl Record 0Q

Action Request

Empl ID[1234567| x|Q

Add

The Action Request page will display. This Action Request is not required if
member is already permanently assigned to a Career Sea Pay eligible unit
the TDY unit is in theater). Enter tiB=gin Date, End DateandTDY
Department. Click theMembe r * s D elgokup iopn.p e

Action Request
Submit Career Sea Pay on TDY

Johnson, Dakota

Mk Wb

This Action Reqguest is used for recording career sea pay entitiement of a member:
= Assigned TDY from an ashore unit to an afloat unit.

Enter a Begin Date.
Enter an End Date or leave blank.

Click Get Details.

Request Details

Choose the TDY department from the dropdown.
Choose the Member's department type from the dropdown.

Enter Comment(s) and submit for approval.

Begin Date: 07/01/2019 (1
End Date: 07/31/2019 |34
TDY Department: [000094
Member's Dept |
Type:

Get Details

Continued on next page



Starting CSP on TDY, Continued

Procedures
continued

Step Action

4 | Selectone of thefour options. Thiswill determine what level of Career Sea Pg
the member will receive.

Look Up Member's Dept Type

Help
Cancel

Search Results

View 100 First ‘4 140f4 ' Last
First Key Constant Value

ATO (SPLT) Afloat Training Operations (DPT - Career Sea Pay Level 1)

AVDET (SPL1) Awiation Detachments (DPT - Career Sea Pay Level 1)

|N."A Not Applicable (Receives Sea Pay at Level of TDY Cutter) |
TACLET (SPL3) Tactical Law Enforcement (DPT - Career Sea Pay Level 3)

] .:EI

5 | Click Get Details
Action Request

Submit Career Sea Pay on TDY

Johnson, Dakota

This Action Request is used for recording career sea pay entitlement of a member:
+ Assigned TDY from an ashore unit to an afloat unit.

Enter a Begin Date.

Enter an End Date or leave blank.

Choose the TDY department from the dropdown.

Choose the Member's department type from the dropdown.
Click Get Details.

Enter Comment(s) and submit for approval.

Uk LN =

Request Details

Begin Date: 07/01/2019 [

End Date: 07/31/2019 [

TDY Department: (000094 Q
Member's Dept  |N/A Q
Type:

Get Details

Continued on next page



Starting CSP on TDY, Continued

Procedures
continued
Step Action
6 | TheRequest Informatiosection will populate with the Department's

Description, Sea Pay Level and Override Level. Enter supporting remarks i
Commentsection. (Cite the authority for the actidReteived copy of TDY
orders for member TDY to CGC XXXX for the dates above".) Click Submit.

Request Information

Description: CGC SENECA
Sea Pay Level: DPT - Career Sea Pay Level 4

Override Level: Receives at Lvl of TDY Cutter

Comment: Received TDY Orders for member to CGC Seneca from 7/1/19 - 7/31/19.

NOTE: Prior to 1 Jan 2017: Membersmporarily assigned to a CSEssel or
mobile unit shall be paid CS# the Level 1 rate, unless the vessel is in a
designated combat zone. For TDY sedly on or after 1 Jan 2017, C8Ppaid at
the rate applicable to the vessel class.

The transactioms nowPendingapproval.
Request Status|Pending (O View/Hide Comments

Pending
Multiple Approvers
CGHRSUP for User's SPO

Comments

Dakota Johnson at 06/20/19 - 2:44 PM
Received TDY Orders for member to CGC Seneca from 7/1/19 -

7131/19.




Restarting CSP after TDY

Introduction

This section provides the proceduresristartingCSPafter TDY for a
memberFor example, a member was on a Sea Pay eligddsel and
went TDY from 5/14/198/8/19 The SPO shut down ti&SP on 6/13/19
(his 3F'day away from the vessel). The membeturned to the ship on
8/9/19 so theCSPmust be restaed. The SPO must review the
member 6s Sea Ti me Balances fir
Time Override and get the transaction appro@te approved, CSP
should automatically restart

Procedures

See below.

Step

Action

1

Before startingCar eer Sea Pay, f iSeadime Ba@amwés.
Select theSea Time Balance$ink from the Active & Reserve Pay Shortcuts

agelet.
Active & Reserve Pay Shortcuts - Bv
Direct Deposit Proxy - Submit Absence Request
Voluntary Deductions SGLI + FSGLI
Maintain Tax Data USA Housing Allowance
Cost of Living Allowance Dependent Information
BAH Depndnt/EmrgncyData Emplid MGIB Enrollments
View Payslips (AD/RSV) Net Distribution
Pay Calendar Results View Member W-2s

Proxy - Submit Non-Charge Abs

Enter theEmpl ID, checkinclude History and clickSearch

Adjust Se

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Second Last Name
Alternate Character Name

Department Set ID Q

@Include History [ correct History [Jcase Sensitive

Pl -
Clear Basic Search |2 Sawve Search Criteria

a Time

Empl ID[begins with v |1234567 |

Empl Record
Name [begins with V]
Last Name begins wih ]

Middle Name | begins with v
Business Unit

Departmen[begins with V] Q

Continued on next page



Restarting CSP after TDY, Continued

Procedures
continued

Step Action

3

Noticethe date when the sea time wast Calculated Then look at the Sea

Time StopTransaction$ or t he description of vy
Begin Datefrom the Sea Time Stop Transactiomst be used in ®©p6.
Adjust Sea Time
Employee Empl ID 1234567 Empl Record 0
Career Sea Time Find | View All First ‘4 10of27 '* Last
Years Months Days
Last Calculated: 06/15/2019 Sea Time For Pay: 1 0 29
Comment: Sea Time Accrual of 15 days. Processed on 2019-06-11-22.20.23.000000.
Last Updated: 7654321 06/11/19 10:20PM
Sea Time Stop Transactions Personalize | Find | 2| E&l  First (4 10f1 (* Last
Begin Date End Date Delete Description Approved Operator ID Approval Last Datetime Approval
. s On 2019-06-17, 7654321 approved an order (Transaction ID = 2558096) -
1-;" H 0 causing this Sea Neutral Rows to be created ¥ 7854321 O8/17/19 10-224M
‘&l Save o Return to Search =] Notify | Update/Display Include History \:,’ Correct History

On the Requests talelectCareer Sea Time Overridefrom the Payroll

Requests pagelet.
My Page Self Service

Requests

Self Service Requests T ov
Submit an Absence Request Non-Chargeable Absence Request

View My Absence Requests Submit a Delegation Request

View My Requests (all types) PHS Submit Retirement Docs

Submit a Drill Request User Access Request

Payroll Requests T ov

View My Requests Absence Request

Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty Pay
Foreign Language Pay Hazardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liquidation Schedule SDAP
Meal Rate Cadet ICA

Combat Tax Exclusion

Career Sea Time Overmride

Balance Adjustment

Hostile Fire Pay
Career Sea Time

Career Sea Pay Premium

Hardship Duty Pay

Responsibility Pay Override
Approved Absence Corrections

PHS Installment Special Pay

EBDL Completion

Proxy - BRS Enrollment

Proxy - Continuation Pay

Pay Corrections

Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenrollment

TSP Adjustment Request

Mon-Chargeable Absence

Continued on next page



Restarting CSP after TDY, Continued

Procedures
continued

Step Action
5 | Enter theEmpl ID and clickAdd.

Add Action Request

Add a New Value

Empl ID[1234567| x| Q
Empl Record 0Q

Add

6 | Enter theBegin Datefrom the Sea Time Neutral Transaction. Hred Date
should be the last day the member was ineligible for Career Sea Pay (day [
returning to the ship). i€k Get Details
Action Request

Submit Career Sea Time Override

Collins, Lily

Requesting Career Sea Time Override

« For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
» For the End Date, enter the last date the member is no longer eligible for Sea Pay.
» Press Submit.

Request Details

Begin Date: 06/13/2019 |
End Date: 08/09/2019 [[=1)
Get Details

Continued on next page



Restarting CSP after TDY, Continued

Procedures
continued
Step Action
7 | Informationautepopulatesn the Requesinformation section. Add any

Commentsandclick Submit.
Request Information

Sea Time Years: 1 Neutral Time: 06/13/2019 -
Sea Time Months: 0
Sea Time Days: 14
Current Unit: 000094 - CGC SENECA
Sea Pay Level: SPL4
Level Description: DPT - Career Sea Pay Level 4

Comment:

The transactios nowPendingapproval.Once approved, submit a trouble tick
to PPC for review of Career Sea Time Balances (by ADV) and Career Sea
Pay (by MAS).

Request StatusiPending (:2View/Hide Comments

Pending
Multiple Approvers
CGHRSUP for User's SPO

Comments
Lily Collins at 06/20/19 - 2:44 PM




Stopping CSP for a Separation

Introduction

This section provides the proceduresdtmpping CSP when a member
separates from the Coast Guard.

Procedures See below.
Step
1 | Onthe Requests talelectCareer Sea Time Overridefrom the Payroll

Requests pagelet.

My Page Self Service

Self Service Requests
Submit an Absence Request
View My Absence Reqguests

View My Requests (all types)

Submit a Drill Request

Payroll Requests
View My Requests
Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay
Family Separation Allowance
Advance Liguidation Schedule
Meal Rate
Hostile Fire Pay
Career Sea Time
Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion
Proxy - BRS Enrollment

Proxy - Continuation Pay

MNon-Chargeable Absence

Requests

Mon-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Combat Tax Exclusion

Q
o
4

Q
-
4

| Career Sea Time Override |

Balance Adjustment

Pay Corrections

Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenrollment
TSP Adjustment Request

Continued on next page



Stopping CSP for a Separation, Continued

Procedures
continued

Step Action
2 | Enter theEmpl ID and clickAdd.

Add Action Request
Add a New Value

Empl ID[1234567 Q
Empl Record 0Q

Add

3 | Enter theBegin Datethe member is no longer eligible for Sea Pay (the day a
they depart the vessel, in this example the member is departing on termina
on 6/30/19). Thé&nd Dates not needed for separating members.

Click Get Details
Action Request
Submit Career Sea Time Override

Williams, Allison

Reguesting Career Sea Time Override

» For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
« For the End Date, enter the last date the member is no longer eligible for Sea Pay.
= Press Submit.

Request Details

Begin Date: 07/01/2019 |3

End Date: )

I Get Details I

Continued on next page



Stopping CSP for a Separation, Continued

Procedures
continued
Step Action
4 | Informationautopopulatesn the Requesinformation section. Add any

Commentsandclick Submit.

Request Information

Sea Time Years: 4 Neutral Time: 07/14/2017 - 07/30/2017
Sea Time Months: 8
Sea Time Days: 12
Current Unit: 000099 - CGC THETIS
Sea Pay Level: SPL4
Level Description: DPT - Career Sea Pay Level 4

Comment: Member is departing 6/30/19 on terminal leave without intention to return. Manually stopping CSFP to prevent
overpayments.
The transactioms nowPendingapproval.
Request StatusiPending (2 View/Hide Comments
1
Pending
Multiple Approvers

CGHRSUP for User's SPO

Comments

Allison Williams at 06/20/2019 - 3:37 PM
Member is departing 6/30/19 on terminal leave
without intention to return. Manually stopping CSP to

prevent overpayments.




Stopping CSP for a Known Period

Introduction This section provides the proceduresdtmpping CSP for a Known
Period of time. CSP should manually be stopped when a member de
a vessel for longer than 30 days (TDY, leave, etc.). CSP is shut dow
the 3F' day away from the vessel.

Procedures See below.

Step Action
1 | OntheRequests tabgetectCareer Sea Time Overridefrom the Payroll
Requests pagelet.

My Page Self Service | Requests
Self Service Requests - O
Submit an Absence Request Mon-Chargeable Absence Request
View My Absence Reqguests Submit a Delegation Request
View My Requests (all types) PHS Submit Retirement Docs
Submit a Drill Request User Access Request
Payroll Requests - o
View My Requests Absence Request
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty Pay
Foreign Language Pay Hazardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liguidation Schedule SDAP
Meal Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion
Career Sea Time | Career Sea Time Override |
Career Sea Pay Premium Balance Adjustment
Hardship Duty Pay Pay Corrections
Responsibility Pay Override Career Sea Pay on TDY
Approved Absence Corrections Cadet COMRATS
PHS Installment Special Pay PHS Monthly Special Pay
EBDL Completion Remove EBDL Completion
Proxy - BRS Enrollment Proxy - BRS Disenrollment
Proxy - Continuation Pay TSP Adjustment Request
MNon-Chargeable Absence

Continued on next page



Stopping CSP for a Known Period, Continued

Procedures
continued

Step Action

2 | Enter theEmpl ID and clickAdd.
Add Action Request

Add a New Value

Empl ID[1234567 Q
Empl Record 0Q

Add

3 | Enter theBegin Datethe member is no longer eligible for Sea Pay (thédzdy
after they depart the vessel). For el Date, enter the day before they return

to the vessel.

Click Get Details.
Action Request

Submit Career Sea Time Override

Pine, Chris

Requesting Career Sea Time Override

» For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
« For the End Date, enter the last date the member is no longer eligible for Sea Pay.

* Press Submit.

Request Details

Begin Date: 08/01/2019 |[34
End Date: 08/12/2019 |[5j
Get Details

Continued on next page



Stopping CSP for a Known Period, Continued

Procedures
continued
Step Action
4 | Informationautopopulatesn the Requesinformation section. Add any

Commentsandclick Submit.
Request Information
Sea Time Years: 5 Neutral Time: 06/02/2016 - 06/15/2016

Sea Time Months: 9
Sea Time Days: 25
Current Unit: 000508 - CGC POLAR STAR
Sea Pay Level: SPL3
Level Description: DPT - Career Sea Pay Level 3

Member went on medical TDY from CGC Polar Star from 7/1/19 - 8/12/19. Member became ineligible for CSF on

Comment: )
8/1/19 (over 30 days TDY') and became re-eligible upon returning 8/13/19.

The transactiors nowPendingapproval.
Request Status{Pending (2 View/Hide Comments

Pending
Multiple Approvers
CGHRSUP for User's SPO

Comments
Chris Pine at 06/20/2019 - 3:40PM
Member went on medical TDY from the CGC Polar Star from
7/1/19 - 8-12-19. Member became ineligible for CSP on 8/1/19
( went over 30 days TDY) and became re-eligible upon
returning 8/13/19.




Starting Retroactive CSP

Introduction

This section provides the proceduresdtarting retroactive CSP for a
member.

Information For example, a member transferred to a CSP eligible unit on 6/1/19
the CSP was never started. The
Time Balances and then make the changes in Career Sea Time Ove
and get the transaction approved.
Once approveé, PPC can manually credit the member for the retroact
period.
NOTE: This procedure should only be used if the CSP was not
started.

Procedures See below.

Step Action

1

Before starting Career Sealime Baancest
Select theSea Time Balance$ink from the Active & Reserve Pay Shortcuts

agelet.
Active & Reserve Pay Shortcuts - &
Direct Deposit Proxy - Submit Absence Request
Voluntary Deductions SGLI + FSGLI
Maintain Tax Data USA Housing Allowance
Cost of Living Allowance Dependent Information
EAH Depndnt/EmrgncyData Emplid MGIB Enrollments
View Payslips (AD/RSV) Met Distribution
Pay Calendar Results View Member W-2s

Proxy - Submit Mon-Charge Abs

Continued on next page



Starting Retroactive CSP, Continued

Procedures
continued

Step

Action

2

Enter theEmpl ID, checkinclude History and clickSearch
Adjust Sea Time

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID [begins with v [1234567 |

Empl Record|= ~
Last Name
Second Last Name
Alternate Character Name
Middle Name [begins with \v|
Business Unit
Department Set ID Q
Department Q

@Include History [ correct History [Jcase Sensitive

= L
Clear Basic Search & Save Search Criteria

Noticethe date when the sea time wasst Calculated Then look at the Sea
Time Stop Transactiofsor t he description of
Begin Datefrom the Sea Time Stop Transactiomist be used in ®p6.

Adjust Sea Time

5 5 Empl Record 0
Jennifer Anniston Employee Empl ID 1224567 i
Career Sea Time Find | View All First ‘4 10f1 * Last
Years Months Days
Last Calculated: Famamm I Sea Time For Pay: 1 0 29
Comment: Sea Time Accrual of 15 days. Processed on 2019-06-11-22.20.23.000000
Last Updated: 7854321 08/11/19 10:20PM
Sea Time Stop Transactions Personalize | Find | ' | B First ‘4 10f1 ‘» Last
=]
Begin Date End Date Delete Description Approved Operator ID Approval Last Datetime Approval
e On 2018-06-17, 7654321 approved an order (Transaction ID = 2558098) .
psr132018 _ x J&i i [ causing this Sea Neutral Rows to be created Y 7e54221 06/17/18 10:22AM
[Flsave ||[&h Return to Search [=’] Notify Update/Display =1 Include History [%» Correct History

Continued on next page



Starting Retroactive CSP, continued

Procedures
continued

Step

4

On the Requests talelectCareer Sea Time Overridefrom the Payroll

Requests pagelet.

My Page Self Service

Self Service Requests
Submit an Absence Request
View My Absence Reqguests

View My Requests (all types)

Submit a Drill Request

Payroll Requests
View My Requests
Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay
Family Separation Allowance
Advance Liquidation Schedule
Meal Rate
Hostile Fire Pay
Career Sea Time
Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion
Proxy - BRS Enrollment

Proxy - Continuation Pay

Mon-Chargeable Absence

Requests

MNon-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Combat Tax Exclusion

4]
e
4

Q
o
4

| Career Sea Time Override |

Balance Adjustment

Pay Corrections

Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenrollment
TSP Adjustment Request

Continued on next page



Starting Retroactive CSP, continued

Procedures
continued

Step

Action

5

Enter theEmpl ID and clickAdd.

Add Action Request
Add a New Value

Empl Record 0Q

Add

Empl ID|1234567 Q

Enter theBegin Date(from the Sea Time Neutral transaction) and enter the

SAME DATE for theEnd Date.

Click Get Details

Action Request

Anniston, Jennifer

Submit Career Sea Time Override

Requesting Career Sea Time Override

* Press Submit.

Request Details

Begin Date: 06/13/2019
End Date: 06/13/2019
Get Details

« For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
* For the End Date, enter the last date the member is no longer eligible for Sea Pay.

Continued on next page



Starting Retroactive CSP, Continued

Procedures
continued

Step Action

7 | Informationautopopulatesn the Requesinformation sectionEnter very
specificComments such as: Member transferred to a CSP Eligible unit on
6/1/19, CSP did not start. Please credit member for sea time and make retr
payments.

Click Submit.

Request Information

Sea Time Years: 1 Neutral Time:
Sea Time Months: 0
Sea Time Days: 14
Current Unit: 000094 - CGC SENECA
Sea Pay Level: SPL4
Level Description: DPT - Career Sea Pay Level 4

Comment: Member transferred to CSP eligible unit on 6/1/19, CSP did not start. Please credit member for sea time and
make retro payments.

| Submit |

8 | The transactiois nowPendingapproval.
Request Status]Pending (2 View/Hide Comments

Pending

Multiple Approvers
CGHRSUF for User's SPO

Comments

Jennifer Anniston at 06/20/19 - 3:22 PM

Member transferred to CSP eligible unit on 6/1/19, CSP did not
start. Please credit member for sea time and make retro
payments.




Entering Neutral Time for Future TDY

Introduction

This section provides the proceduresddding a future row of Neutral

Time for CSP.
Information When a member goes TDY, the Career Sea Time Override should b
entered, includingn End Date, based on the signed TDY Orders.
Procedures See below.
Step Action
1 | On the Requests talelsctCareer Sea Time Overridefrom the Payroll

Requests pagelet.

My Page Self Service

Self Service Requests
Submit an Absence Request
View My Absence Requests
View My Requests (all types)

Submit a Drill Reguest

Payroll Requests

View My Requests

Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay

Family Separation Allowance
Advance Liguidation Schedule
Meal Rate

Hostile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion

Proxy - BRS Enroliment

Proxy - Continuation Pay

Non-Chargeable Absence

Requests

Mon-Chargeable Absence Re

Submit a Delegation Request

PHS Submit Retirement Docs

User Access Request

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay
Advance Pay

SDAP

Cadet ICA

Combat Tax Exclusion

I Career Sea Time Override I

Balance Adjustment

Pay Corrections

Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenrollment

TSP Adjustment Request

€2
s 3
4

quest

G
o
4

Continued on next page



Entering Neutral Time for Future TDY, Continued

Procedures
continued

Step Action

2 | Enter theEmpl ID and clickAdd.
Add Action Request

Add a New Value

Empl ID[1234567 Q
Empl Record 0Q

Add

3 | Enter theBegin Datethe member is no longer eligible for Sea Pay (thédzdy
after they depart the vessel). For el Date, enter the day before they return

to the vessel.

Click Get Details
Action Request
Submit Career Sea Time Override

Tyler, Liv

Requesting Career Sea Time Override

» For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
* For the End Date, enter the last date the member is no longer eligible for Sea Pay.

» Press Submit.

Request Details

Begin Date: 09/04/2019 |13
End Date: 09/30/2019 |l
Get Details

Continued on next page



Entering Neutral Time for Future TDY, Continued

Procedures
continued

Step Action
4 | Enter specificCommentsfor the Neutral Time and clicRubmit.
Request Information

Sea Time Years: 1 Neutral Time:
Sea Time Months: 10
Sea Time Days: 22

Current Unit: 009379 - CGC DIAMONDBACK
Sea Pay Level: SPL2

Level Description: DPT - Career Sea Pay Level 2

Comment: Member TDY to Miami from 8/5/19 to 9/30/19.

I Submit I Resubmit Withdraw

5 | The transactiois nowPendingapproval.
Request Status|Pending (2 View/Hide Comments

Pending

Multiple Approvers
CGHRSUP for User's SPO

Comments

Liv Tyler at 06/20/19 - 3:32 PM
Member TDY to Miami from 8/5/19 to 9/30/19.

6 | Once approved, select tBea Time Balance$ink from the Active & Reserve

Pay Shortcutpagelet.
Active & Reserve Pay Shortcuts S &>
Direct Deposit Proxy - Submit Absence Request
Voluntary Deductions SGLI + FSGLI
Maintain Tax Data USA Housing Allowance
Cost of Living Allowance Dependent Information
EAH Depndnt/EmrgncyData Emplid MGIB Enrollments
View Payslips (AD/RSV) Met Distribution
Pay Calendar Results View Member W-2s

Proxy - Submit Mon-Charge Abs

Continued on next page



Entering Neutral Time for Future TDY, Continued

Procedures
continued
Step Action
7 | Enter theEmpl ID, checkinclude History and clickSearch

Adjust Sea Time

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID| begins with V|123456T

Empl Record|= ~
Last Name
Second Last Name
Alternate Character Name
Middle Name [begins with \v|
Business Unit

Department Set ID Q
Depariment [begins wih ] Q

@nclude History [ correct History [Jcase Sensitive

] -
Clear Basic Search [2" Save Search Criteria

TheSea Pay StofgNeutral Time) row will display. Click thExpand
see more information.

All icon to

Adjust Sea Time

Liv Tyler, Employee Empl ID 1234567 Empl Record 0
Career Sea Time Find | View All First ‘4 10f49 '* Last
Years Months Days
Last Calculated: 06/30/2019 Sea Time For Pay: 1 11 7
Comment: Sea Time Accrual of 15 days. Processed on 2019-06-20-14.56.07.000000.
Last Updated: 7654321 06/20/19 2:56FPM
Sea Time Stop Transactions Personalize | Find | 20| & First '+ 10of1 '} Last
Sea Pay Stop Audit Information T=h
Begin Date End Date Delete
1109/04/2019 ) 09/30/2019 [51) O
[flSave ||[&h Return to Search [=] Notify || 5| Update/Display nclude History ["» Correct History

Continued on next page




Entering Neutral Time for Future TDY, Continued

Procedures
continued

Step Action
9 | Additional information will display. ClickSaveor Return to Searchto exit the
screen.
Sea Time Stop Transactions Personalize | Find | & | =] First ‘4 10of1 * Last
M=)
Begin Date End Date Delete Description Approved Operator ID Approval Last Datetime Approval
108/05/2019 51 09/30/2019 [ [[] On2019-06-27, 7654321 approved this Sea Time Neutral transaction. Y 7654321 06/27/19 11:08AM
j{' Save I ah Return to Search I =] Notify 2| Update/Display _ Correct History




Deleting Neutral Time Rows

Introduction This sectiorprovides the procedures fdeleting Sea Time Stop (Neutr:
Time) rows. This shouldnly be usedwhen incorrect dates are enterec
as well as erroneous submissions.

Information Upon completion of this transaction, Sea Time Badanwill update
AFTER FINALIZATION . SPO6s should veri
finalization and only submit a Statement of Creditable Sea Service
(SOCSYS) if the accrual is inaccurate.

Procedures See below.
Step Action
1 | Select thésea Time Balance$ink from the Active & Reserve Pay Shortcuts
agelet.

Active & Reserve Pay Shortcuts - o
Direct Deposit Proxy - Submit Absence Request
Voluntary Deductions SGLI + FSGLI
Maintain Tax Data USA Housing Allowance
Cost of Living Allowance Dependent Information
BAH Depndnt/EmrgncyData Emplid MGIB Enrollments
View Payslips (AD/RSV) Net Distribution
Pay Calendar Results View Member W-2s
Proxy - Submit Non-Charge Abs

2 | Enter theEmpl ID, checktheInclude History andCorrect History boxes and

click Search
Adjust Sea Time

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID [begins with v [1234567 |

Empl Record|= ~
Name[Begins with v/
Last Name
Second Last Name
Alternate Character Name
Middle Name [begins with V|
Business Unit
Department Set ID Q
Department Q
Include History @Correct History [Jcase Sensitive

&l -
Clear Basic Search |2 Save Search Critenia

Continued on next page



Deleting Neutral Time Rows, Continued

Procedures
continued

Step Action
3 | Locate the incorrect/erroneous Sea Pay Stop row and cheDeligtebox. Enter
anEnd Dateand clickSave

Adjust Sea Time
Rashida Jones Employee Empl ID 1234567 Empl Record 0
Career Sea Time Find | View All First ‘4" 10f27 '* Last
Years Months Days
Last Calculated: 06/15/2019 Sea Time For Pay: 1 0 26
Comment: Retro Adjustment of 000012 applied to current and future rows.
Last Updated: 7654321 06/20/119 3:41PM
Sea Time Stop Transactions Personalize | Find | & | E First ‘4" 10of1 '} Last
Sea Pay Stop Audit Information | [F=®
Begin Date End Date Delete
1/06/13/2019 1) 06/14/2019 [51) /3
I_I,{i Save I oM Retumn to Search =] Notify 2| Update/Display _#| Include History =2 Correct History

NOTE: An End Date must be entered to allow slystem to save.
4 | Because the record will be permanently deleted, a Message will appear wa
about audit records being lost. CIiCK .

‘ Message

This transaction was entered on the Adjust Sea Page. The transaction will removed from the system. Sea Time Neutral/Stop Transactions
MUST originate in the Action Request. Sea Time For this EMPLID 1234567 | RCD 0, SEQNO 1, and Effective Date 2019-06-13 - No AUDIT
record was found, the system needs an AUDIT record to determine how to process the change. (0,0)

Continued on next page



Deleting Neutral Time Rows, Continued

Procedures
continued

Step Action

transaction is complete.

5 | Once the deletion Action Request has b&pproved by the Auditor, proceed tq
Step 6 for corrections. If this was a deletion for an erroneous entry, your

Action Request
Career Sea Time Stop Adj

Jones, Rashida

Instructions Here...
Request Details
Effective Date: 06/13/2019

Request Information

End Date: 2019-06-14
Delete: 1
Description: Y
Approved: N
Approval:

Approve Date
Time:

Request URL
Click here to view additional request information.

Comment:

Approvers

Approved

« Jack Quaid
CGHRSUP for User's SPO

06/27/19 - 11:33 AM
Comments

Request StatusjApproved (D ViewHide Comments

Continued on next page



Deleting Neutral Time Rows, Continued

Procedures
continued
Step Action
6 | On the Requests talelsctCareer Sea Time Overridefrom the Payroll

Requests pagelet.

My Page Self Service ' Requests

Self Service Requests
Submit an Absence Request
View My Absence Requests

View My Requests (all types)

Submit a Drill Request

Payroll Requests

View My Requests

Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay

Family Separation Allowance
Advance Liquidation Schedule
Meal Rate

Hostile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion

Proxy - BRS Enroliment

Proxy - Continuation Pay

Non-Chargeable Absence

Non-Chargeable Absence Request

Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay
Advance Pay

SDAP

Cadet ICA

Combat Tax Exclusion

I Career Sea Time Overridel

Balance Adjustment

Pay Corrections

Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenrollment
TSP Adjustment Request

Q

Q

Enter theEmpl ID and clickAdd.

Add Action Request
Add a New Value

Empl ID{1234567

Empl Record 0Q

Add

Continued on next page



Deleting Neutral Time Rows, Continued

Procedures
continued

Step Action

8 | Enter the corredBegin Dateand clickGet Details
Action Request

Submit Career Sea Time Override

Jones, Rashida

Requesting Career Sea Time Override

» For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
» For the End Date, enter the last date the member is no longer eligible for Sea Pay.
« Press Submit.

Request Details

Begin Date: 06/10/2019 |5

End Date: )

Get Details

9 | The Request Information will display. Enter any nee@echmentsand click
Submit.

Request Information

Sea Time Years: 1 Neutral Time:
Sea Time Months: 0
Sea Time Days: 14
Current Unit: 000094 - CGC SENECA
Sea Pay Level: SFPL4

Level Description: DPT - Career Sea Pay Level 4

. Incorrect date was entered on 6/10/2019. Corrected to Actual
C t:
ommen Begin Date on 6/27/2019.

Submit Resubmit Withdraw

Continued on next page



Deleting Neutral Time Rows, Continued

Procedures
continued

Step Action
10 | Thecorrectedransactions nowPendingapproval.

Request Status

Pending

Multiple Approvers
CGHRSUP for User's SPO

1

11 | REMEMBER: Upon completion of this transaction, Sea Time Balances will
updateAFTER FINALIZATION . SPOO6s should veri
finalization and only submda Statement of Creditable Sea Service (SOCSS)
the accrual is inaccurate.




Starting CSP for Mobile Units

Introduction

Background

This guide provides the procedures for starting career sea pay ata r
unit.

When a member reports to an Afl@atining Organization (ATO), their

sea time/sea pay begitiefirst day the member reports TDY to a ship.

if, one of thefollowing two situations are met:

fthe TDY period is greater than 24 hours, or

{the TDY period is less than 24 hours and includes ammlgron the
ship.

Once CSP starts, it continues for 30 days, and is stopped on the 31s

if there is not a TDY period meeting the conditia®ve. The member

can have several TDY periods that don't qualify, after CSP has startt

but as long as theyetja qualifying TDY period before the 31st day CS

started, the 30 day clock attte 30 day deadline is resHs a rolling 30

day calendar

Note: Afloat Training Organizatios (ATOs)- ATOs receive Level 1
CSP on all cutters.

Continued on next page



Starting CSP for Mobile Units, Continued

Procedures See below.
Step Action
1 On the Requests talelectCareer Sea Pay on TDYrom the Payroll Requests

agelet.

My Page Self Service  Requests
Self Service Requests

Submit an Absence Request

View My Absence Requests

View My Requests (all types)

Submit a Drill Request

Payroll Requests

View My Requests

Civilian Clothing Allowance
Officer Liniform Allowance
Foreign Language Pay
Family Separaficn Allowance
Adwvance Liguidation Schedule
Asszignment Pay Request
Cadet ICA

Combat Tax Exclusion
Career Sea Time Overde
Balance Adjustment

Pay Comections

Career Sea Pay on TDY

Cadet COMRATS
PHS Monthly Special Pay
Remove EBDL Complefion

Proxy - BRS Dizenrollment

TSP Adjustment Request

MNon-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

Abzence Request

Suppl Clothing Allowance
Diving Duty Pay

Hazardous Duty Pay
Advance Pay

Special Duty Pay Request
Meal Rate

Haostile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay

Approved Absence Comections
PHS Installment Special Pay
EEDL Completion

Proxy - BRS Enrollment
Proxy - Continuation Pay
MNon-Chargeable Absence

9]

($]

Enter theEmpl ID and clickAdd.

Add Action Request
Add a New Value

Empl ID[1234567]
Empl Record 0Q

38

Add

Continued on next page



Starting CSP for Mobile Units, Continued

Procedures
continued
Step Action
3 The Action Request page will display. Enter Begin Dateandthe TDY

Department. Click theMe mb er ' s Doekugicodly p e
Action Request

Submit Career Sea Pay on TDY

Mahomes Il, Patrick

This Action Request is used for recording career sea pay entittement of a member:

+ Assigned TDY from an ashore unit to an afloat unit.

Enter a Begin Date.

Enter an End Date or leave blank.

Choose the TDY department from the dropdown.

Choose the Member's department type from the dropdown.
Click Get Details.

Enter Comment(s) and submit for approval.

e

Request Details

Begin Date: 11/02/2020 |5

End Date: El

TDY Department: (000508 {&F
Member's Dept @
Type:

Selectone of thefour options. This will determine what level of Career Sea

Pay the member will receivin this example, the member is attached to an
ATO.

Look Up Member's Dept Type

Help
Cancel

Search Results

View 100 First ‘&' 44ofa ‘F Last
First Key Constant Value

ATO (SPL1) Afloat Training Operations (DFT - Career Sea Pay Level 1}|

AVDET (SPL1) Aviation Detachments (DPT - Career Sea Pay Level 1)
MNFA Mot Applicable (Receives Sea Pay at Level of TDY Cutter)
TACLET (SPL3) Tactical Law Enforcement (DFT - Career Sea Pay Level 3)

Continued on next page



Starting CSP for Mobile Units, Continued

Procedures
continued

Step Action

5 Click Get Details

Action Request
Submit Career Sea Pay on TDY

Mahomes Il, Patrick

+« Assigned TDY from an ashore unit to an afloat unit.

Enter a Begin Date.
Enter an End Date or leave blank.
Choose the TDY department from the dropdown.

Click Get Details.
Enter Comment(s) and submit for approval.

DN b B

Request Details

Begin Date: 11/02/2020 |[3]
End Date: [51]
TDY Department: 000508
Member's Dept  |ATO (SPL1)
Type:

Get Details

This Action Request is used for recording career sea pay entittement of a member:

Choose the Member's department type from the dropdown.

6 The Request Informatiosection will populate with the Department's
Description, Sea Pay Level and Override Level. Enter supporting remarks
Commentsection. (Cite the authority for the actidReteived copy of TDY
orders for member TDY to CGC XXXX for the dates above".) Click Submit.

Request Information

Description: CGC POLAR STAR
Sea Pay Level: DPT - Carear Sea Pay Level 5
Override Level: DPT - Career Sea Pay Level 1

Comment:

Member reported TDY to the CGC POLAR STAR on 11/02/2020.

Resubmit

Withdraw

Continued on next page



Starting CSP for Mobile Units, Continued

Procedures
continued
Step Action
7 The transaction is noRendingapproval.
Request StatusiPending (£ View/Hide Comments
1
Pending
Multiple Approvers
CGHRSUP for User's SPO
Comments
Patrick Mahomes Il at 11/04/20 - 12:36 PM
Member reported TDY to the CGC POLAR. STAR on 11/02/2020.
8 Once Approved, verify the member has a Career Sea Pay row open in El¢

Assignment by Payg&ABP).

Element Name= Description~ Prgzs;s; Begin Date~ End Date Active Instance
IN SRVC DEBT In-Service Debt 999 12/01/2014 01/31/2015 i 1
CSEAPAY PREM  Career Sea Pay Premium 999 11/18/2018 04/20/2020 v 1
CSEAPAY Career Sea Pay 999 11/02/2020 N 10
CSEAPAY Career Sea Pay 999 05/13/2019 05/17/2019 7
CSEAPAY Career Sea Pay 999 04/15/2019 04/19/2019 8




